i Sefartmant of Archives ang Mistory, Het0rG: Mansgement Division, 33U Capitol Avenue, Atlants, Georgia, J0O3JA,
-, Attention: Sdndunno&cﬂon

i ron AGENCY USE 1. Agency Addrans ] | FOR RECORDS MANAGEMENT USE ]
" appication Dete Georgis Ports Authority | Application Number
Ma)ntenance Department .
| _1z0sm6 Post. Of fice Box 2406 8 !
i Applicstion Number - 2 Dste Asceived {* Dere Completed
A ~ Savannah, Georgie 3140 , VIAN 1 .
126 | L o1 FEs 61988 | 41987,
” ™2, Person o Contact ' L ' Working Title - ‘l’olephom Number .é
o Allen Glaser . " Msinfenance Analyst (912 ) 964-3835 -
'3. Action Requested ' ) q(oq '1481-"
8. y\'ﬁ Estanuish Retention Schedule; record will continue to sccumulate. ) -
1 b D' Dicpose of present sccumulation; na further sccumulation anticipated. _
~. Amend ApplicationNo. .. Check One: O3 Change; -0 Supercede; O Void
2 Dmves of Series 5. Records s.:hs Title ffof!owed by title used in office; if different)
t Easliesy Latest '
- 10/84 | Current MAJNTENANCE WORKORDERS
by ¢ t! enton and Officc Fynction What is the funcuon of the Division and the Office in which this record senes is createc?

\ The Maintenance Contro! Office maintains the ebove file series. The Control Otffice
: or Informatrion Center identifies and enalyzes » variety of maintenance problems and
recommends eppropriate actions. M.|.C. inspects il GPA property and fecilities. Idenfufle
unsetisfactory conditions and makes recommendetions for all repairs for terminals and
properties. Initiates and prepares work orders. Coordinates work schedules with
maintenance foremen. Estimates time and meterials and coordinates repairs with supervisor.
Makes progress checks for ongoing ma jor maintenance projects. Maintains up-to-dete reports
end charts of work in progress and completed. Assists in the preparation of the

| Mzintenance budget. Maintains records and makes reports on equipment utilization and
downtime. Enters current work orders, additions, changes and closing job orders into

CRT system daily. Processes internal and external work orders.

7. Recorg Series Demiption This file contains the following documents finclude form numbers and titles, if any):

Attach samples of the file.
Documents relating to: Requests for maintenance to be performed on structures and equipment.
included are: ROUTINE WORKORDERS AND PREVENTIVE MAINTENANCE WORKORDERS

INCLUDING PREVENTIVE MAINTENANCE CHECKLISTS.

File is arpngeb:' Chronologically; thereafter, numerically by equipment or structure
number.
8. _Monthly Reference Rate How often are records referred to which are:
One 10 six months old ! ; Seven to twelve months old 1 Thirteen to twenty-four months old _....__-_'___.. ;

twenty-five monthsendotder___~ 7  Reference as needed by special request.

9. Annus! Rate of Accumulation of Rerords
Letter-size drawers : Legal-size drawers

-

;Shelves _________; Other {specify} 12 boxes

AR-BO~71, Rev. 76 {Over)




AN

Ju
i

: YES | NO | 10. Questionnaire  {Place M" in the proper column) ) , o
12 i [ R

3. ls this the official copy ot «he series? ’ ‘

;- X 1 not. where isit? _ _ ) ' : 4

i x | b« Does the series contaip confidential information requiring secunty handlmg? If yes, cite law or regulatlon ' A

Is this a vital record?

X d Does this series have historical or long term research value? _ [

. When one or two documents in the file' make it necessary to keep the entire tile for a long penod could these
x 1 __._documents be scheduled separately?
X1 £ Isthe Lnfommmmm“uwm&_mgmmnm

g. Is the information contained in this series ever analyzed and/or recorded in a summarized report?

L x 31 It ves, attach copy.

f h. Is there a duplication of this series in your office, or in another office or agency?

E N - I ves. where? N

i ] _ 1 i, 1s this series (or 2 major portian of it} reqularly microfilmed?__Future work orders are filmed

& Lx 1 __1_L_Doesthe record series result in a computer nrintout? _ | -

i 11 Retention Requiraments ? The following requires the series to be kept: - %

9 a. State Law years. d. Audit period o ~-years,

? ——} - b Statute of limitation — - . - _=Yygars. — S e. Administrative need - - S L. years, — -
’1'« ¢. Federal law years. §. Federal retention instructions years,

o Attach copy or excerpt of laws or regulations. Explain.administrative need.

To maintain a record of maintenance in order to evaluate replacement, some preventive
4 ; maintenance records for future use, future considerations of purchases on specific

i vendors, etc.

12. Aoporoved Disposition Instructions This agency recommends that the filé_'séries be cut ort at the end of each:
& Caiendar Year; 0 Fiscal vear; O Other o — then,

0] Hold in the current filesarea ___ . _month{s) . .. year{s}; then

[® Transfer to local holding area, hold .2 _year(s): then ' -
0O Transfer to State Records Center; hold . year(s); then

3 Destroy.

O Transfer to State Archives for permanent retention.

O Other (Specify}

These instructions apply to all prior and future accumulations of the series.

Date Records qugement Officer (Signature) ' _Pate
: %@ CJ’A'/Q/{aAy o /29 /56
=7 -
State Records Committee (Signature) Date '

Recommendations in para- .
graph 12 are approved. _ State Auditor/Designee Y - /) v '%7
(if disspproved, attach letter ' '

of explanatian.) Secretary of State/Designee ﬁy&jwj / M\/ /’/Fi
L '
Attorney General/Designee W ///ﬁ/

kT AB_--SO—?],_;_ fhvif(i o




